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STATINTL

STATINTL

(3250)

fiashington, D. C. . Z/é

ADMINISTRATIVE INSTRUCTION 28 October 1947
NUNMBER

SUBJECT: Reports of Accidents Involving Personal Injuries and
Property Damage

L. Quoted below is a memorandum received from the Office of
Buildings Management, Public. Buildings Administration, Federal Works
Agency:

"SUBJECT: Reports of Accidents Involving Personal Injuries
and Property Damage

"Since the enactment of the Federal Tort Claims Act, o
nunber  of claims have been filed with the Public Bulldlngs
Administration covering personal injuries allegedly due to
accidents occurring in buildings which we opercte and mein-
tain, Investigctions have disclosed that many of the zlleged
accidents were reported to the Chief Clerk or. other adminis—
trative officer of the Agency housed in the building, but
were not reported to the Guerd office or to the Building
Superintendentts office,

"The Public Buildings Administration is responsible, in
nost cases, for considerction of these claoims. We would
appreciate your coopcrLtlon, therefore, in directing your
rcproucntLtlves, both in the Metropolitan Area of Washington
and in the Field, to report all accidents involving property
daenage and personal injury occurring within buildings operated
and naintained by the Public Buildings Administration to the
Building Superintendent!s office or to the Guard office.
Such reports -should be nade ag pronmptly as possible so that
a full investigation may be nmade while the facts are still
fresn in the ninds of witnesses and the evidence is still
at hand,"

2, 411 accidents involving property damage or personal injur-
ies occurring within buildings used by CIA in Washington and in the
" Field will be immediately reported to the Chief, Services Branch,
A&M, for forwerding to the Public Buildings Adnlnlstratlon.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for
Adninistration and Menagement

ATTACHMENTS: None

DISTRIBUTION: All CIA Employecs
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- STATINTEPProvedZet
it CENTRAL INTELLIGENCE AGENCY
- Woshington, D, C.

'STATINTL ADMINISTRATIVE\ INSTRUCTION
: _ NUMBER

SUBJECT: Use of\Motor Vehicles

1. Generall - The Central Intelligence Agency maintains a
Motor Pool in addition to the regular inter-building shuttle ser«
vioce for transportation of CIA employees perfornlng official business.

Where it is ¢npract cal to use the shuttle service, transportation

may be requested froT the DJspatchPr Motor Pool, Extension 684 or

2284, ‘ PR
2. Supe TV151on\of Chauffeurs = The Chief, Transportation
Division, Services Braﬂch will dire directly supervise assigned and pool
chauffeurs for adnlnlstqgtlve purposes including worKing hours, over=
tine payments, and replagement of a951gned chauffeurs when required
dve to absences or terminatlons. :

\ ‘
3. Lelays = Pool cbauffeurs will not wait for passengers

longer than 15 minutes Withayt specific dirgction from the Dispatcher,

4. Iraffic_Violations xr Chauffeupérare personally responsi=
ble in thc event of traffic v1ol vtions, ~CIA personnel will not
order chauffeurs to violate any trafflc‘repulatlon.

5. Public Law 600 = Publlc Lﬂw 600 requiras the suspension
or dismissal of any employee who usgs or is found responsible for
the use of a Govermment owned vehléle for other than off101al pur-
poses, f

6, Overtine Paynents = Chauffeurs who perforn overtine work
will report the hours worked ﬁogether W1th the signature of the per-
son for whon overtime derlnb was perforned as a basis for overtime
payments, Prior verbal approval should be obtained, if practicable,
fron the Chief, Transportdtlon Division, for overtlre dr1v1ng require-
nents, /
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‘ ‘ FCR THE EIﬁEGTOR OF CENTRAL INTELLIQENCE:
STATINTL / ’

Executive for
Administration and Managenent

 ATTACHMENTS: None

DISTRIBUTION: .A : (3511)

‘ Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020012-9




%0

e
-

; Appr,ovT? For Release 2001/08/02.: CIA-RDP81-00728R0001000200m ‘71-41

| 25X1A ’ ) 1o
| ' CONFIDENTIAL
B . : £
| / ’ CINTRAL IIMELLIGENCE AGENCY L
i i / _ s Washington, D, C. !
R \ ’ ' . : . '
! ADMINISTRATIVE: THNSTRUCTIO 5 Januavy 1950
L 2sx1A g . .
o SUBJNCT: Use of Motor Vohicles

! 25X1A RESCISSIONS: Administrative Ins truction No, ated 28 February 1949
s Administrative Instruction No, dated 24 llarch 1949

Lle CIA maintains.a. central motor pool service to meoel Lranspor-
‘ . tation needs which cannot be secured by the scheduled shuttle service,
b Transportation other than by shutt.le service may be requested from
! ' ‘ the Dispatcher, Extension 68/ or 2284, explaining why shuitle service
f : cannot be utilized, :

2. Assigmment of pasuenger-carrying vehicles to individuals and
activitics will be made only upon the written request of an Assistant
Director or Staff Chief approved by the Executive, - It is the policy
of the Director to keep such agsignments to an absolute minimum, and
to utilize the shuttle and notor pool service to the maxirum possible
degree, C :

| i ' 3. a. Except as otherwise‘Specifically authorized in writing

' | by the Executive, no employee of CIA stahioched in Viashington

will be peimitted to operate CIA motor vehicles without a properly

; . , cerhificd CIA driver%s license. Authority for issuing CIA licenses

" ; S is vested in the Chiof, Serviceg Division, Administrative Staff,

‘ ; after appropriate certification by the Testing and Standards

. * DBranch, Personncl Divigion, and the Medical Division, Administrative

! , . Staff, Requests for drivers! licenses should be made in writing

|| 25X1A -+ by the Office or Staff Section concerned, to the Chicf, Administra-
; tive Staff, indicating necessity, : »

4o A1l assigned and pool chauffeurs are supervised by the Chief,
Transportation Branch, Services Division, Administrative Staff, for:
administrative purposes, ineluding working hours, oyertime and replacce-
ment of assigned chauffeurs due)fhalisendss orvterminations,

j 5. a. Except as specified in b below, pool chauffeurs will not
] wait for passengers longer than 15 minutes sl unless prior arrange-
[ ments have been made with the Dispatcher.

. N ,
CONFIDENTIAL

—
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CONFIDENTIAL

b, Assistant Dircctors and Staff Chief's and their deputies,
when using motor pool cars, are authorized to have such cars wait
for thom at destinations rogardless of the bimo involved, or to
return for them, at a given time. These officials should inform
tha Dispatchor whether the car should wait or return in order
that chauffeurs may receive proper instructions from their
‘Supervigor,

6, Chauffeurs who porform overtime work will report the hours
worked, together with the signature of the person for whom the driving
was performed as a basis for overtime payments. Prior verbal approval
for ovoertime driving should he obtained, if prasticable, from the Chief,
Transportation Branch, Services Division, Administrative Staff.

7. Chauffeurs arc personally responsible in the ovent of traffic
violations, Chauffours will not be ordered to violatc traffic rogula—
tiona, '

8. DIxcopt as othorwise authorized in writing by the Exccutive,
all CIA vehicles located in Washington will be returned t the end of
each day to the !
Virginia,

. 9« a. Government motor vehicles are to be used by persbmnel of
this Agency only for strictly official purposoce.,

b, Public Law 600 rcquires the suspension or dismissal of
any employee who uses or is found respemsible for the use of a
Govermmont-owned vehicle for other than official purposes,

Ce Tho Chiof, Adminiptrative Staff, will make periodic
checks of dispatch records, and will discuss with Assistant
Directors and Staff Chiefs any apparent violations of this para~
graph. When consideroed necessary he will report apparent viola-
25X1A tions to the Executive for further action, ineluding statoment
of previous discussions with officials concerncd.

TOR THE DIRECTOR OF CENTRAL INTRLLIGENCE:

_ Leting ‘Bxecutive
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CONFIDENTIAL

CENTRAL INTELLIGEI'CE AGENCY
Hashington, D, C,

o 4
S - SO
>

iy
4

‘ ADMINISTRATIVE INSTRUCTION 24 March 1949
25X1A NO.

SUBJECT: Storage of CIA Vehicles.

255)(1 A 1. Iffective immediately aly CIA vehicles located in Vashington will
be roturned at the end of each day to theﬁ

25X1A Virginia, Adequate ilitieg' for the storage of all
: CIA vehicles are now available.

2, Assigtant Directors may submn
include appropriate statement of neces

it requests for exceptions, which
%;ty bherefor, to the Executive.,

FO”L THE DIRCCTOR OF CENTR.LL II“TELLI%)EZ«GE"
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CENTRAL INTELLIGEICE AGENCY ——
Mashington, D, Cy

ADNIFISTRATIVE INSTRUCTION 24 March 1949
NO.

SUBJECT: Storage of CIA Vehicles,

1., Effective immediately all CIA vehicles located in Washington will
be returned at the end of each day to the#
I Virginia, Adequate facilities for the storage of all
GIA vehicles are now available,

2. Assistant Directors may submit requests for exceptions, which
include appropriate statement of necessity therefor, to the Executive,

FOR THE DIRECTOR OF CENTR.L IETELLIGENCE:

aptain, USIH
Executive

DISTRIBUTION: A

CONFIDENTIAL
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STATINTL ADMINISTRATIVE INSTW 17 November 1947
NUMBER

|
x ,
} SUBJECT: Use of Motor Vehicles

1., General = The Central Intelligence Agency maintains a
“Motor Pool in addition to the regular inter-building shuttle ser-
vice for transportation of CIA employees performing official business,
Where it is impractical to use the shuttle service, transportation
may be requested from the Dispatcher, Motor Pool, Extension 684 or

2284.
2. Supervision of Chauffeurs = The Chief, Transportation

| : Division, Services Brangﬁfﬁiii_alrectly supervise assigned and pool
| ‘ chauffeurs for administrative purposes including working hours, over-
tine payments, and replacement of assigned chauffeurs when required

due to absences or terminations,

!
&v l ' 3. Delays = Pool chauffeurs will not wait for passengers
‘ longer than 15 minutes without specific direction from the Dispatcher,

, Lo Traffic Violations = Chauffeurs sre personally responsi-
? ble in the event of traffic violations. CIA personnel will not -
order . chauffeurs to violate any traffic regulation,

5. Public Law 600 = Public Law 600 requires the suspension
or dismissal of any employee who uses or is found responsible for
the use of a Government owned vehicle for other than official pur-

poses.

|
é ‘ 6. Overtine Pavﬁents = Chauffeurs who perfornm overtine work
! will report the hours worked together with the signature of the per-
i

son for whon overtime driving was performed as a basis for overtime
payments, Prior verbal approval should be obtained, if practicable,
fron the Chief, Transportation Division, for overtlne driving require-

nents.,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

Executive for
Adninistration and Managenent

ATTACHMENTS: None

DISTRIBUTION: & (3511)
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+ CENTRAL INTELLIGENCE AGENCY
- Washington, D..C. .

f /}(r’ﬂ’#ﬁ'x 1’//“(*

'
I

: ADMINISTRATIVE INSTRUCTION . .. 28 TFebruary 1949
§TAT|NTL WG L ‘ ‘ ret

Tt . v
- SUBJECT: ~ Uso of Moter Vohiclos. ‘
ATINTL , L ‘ o
ST?\ RESCISSIONS:  administrative Instruction No. .dated 17 Novembor 1947
"o Administrative .Instruction No.. datod 30 July 1948
Administrativo.Ihstruction'No. dated 30 hugust 1948

‘ l.  CIA maintains a contral.motor pool service to meet transporta-
tion needs which cannot be securod by the scheduled shuttle. service.,
i When it is impossible to use the shuttleo service botween CIA buildings,
3 ‘ transportation mey be requosted from the Dispatcher,, Extonsion 684 or
6’ : 2284, explaining why shuttle service cannot -be gtilized.;

2+ hssignmont of possongor=carrying vehiclos to individuals and
activitios will bo made only upon the written authorization of the Execu-
tive,. upon the writton request of the Assistant Dircctor concernod., ‘It
is the policy of the Director +to koop such assignments to an absolute

minimum, and to utilize tho :shuttle end motor pool scrvice to the maxi-.
mum possible degrec.. “

} 3. No employee of CIA stationod in Washington will''bo permittod to
f . oporate CIA motor vehicles without a proporly certifiod CI4 driver!s

: licenses Authority for issuing CIA liconsos is vostod in the Executive
i | or Services Officor,. aftor appropriate cortification by the Testing and
j ! ifodical Scctiones ‘Roquosts for drivors! licenses should bo moade in writ-
| : ing by the administrativo officor, or issistant Director concerned,. to
f | the Services Officer, indicatin tho nocessity for such a lic
|

STATINTL

4. A1l agsigned and pool chauffours aro supervisod by the Chiof,
Transportation Division, Scrvices Officey for administrative purposes,,

‘ ineluding working hours, overtimo and roplacomont of assigned chauffours
o due to absencos or terminations.

5. Pool chauffeurs will not wait for poassongors longer than 15
. oo minutos; unless prior arrangements have beon made with the Dispatcher.

| . 6. Assistont Directors and Staff Chisfs and their deputiss, when
| using motor pool cars; are authorized to havo such cars wait for them
) ’ % at dostinations regardlsss of the time involved, w¥ bo return for them, at

-'-1.

L Approved For Releasé 2001/08/02 : CIA-RDP81-00728R000100020012-9
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8 given time, at the time the car ig requestéd, These officials should
inform the Dispatchor whether.tho car should wait or return in order that
chauffeurs may receive proper instructions from their Supervisor,

©+ " T "Chauffeurs who perform overtime work will report the hours

worked, together with the signature of the.-person for whom the driving

was pérformed as a basis for overtime peyments. Prior verbal approval

for overtime driving should be @btained,. if practicable, from the ‘Chief,
Iransportation Division, Services Officos : ,
""3‘;P“G.?lChauffeunS'are«persdnally‘responsible in: the event of traffic

St biolations’. " Therefore,. chaulfeurs will not 'be. ordéred to violate traf=-

fio regulations,

Ll quires .the suspension or dismissal .of any

- ‘employee who Uses of is found responsible for ‘the use .of & .Governmente

icle for other than official purposes. . S ;

' 9« Public Law ‘600 te

o OWwhed’ veli
R A . v v .
FOR' THE. DIRECTOR OF CENTRAL INTELLIGENCE:
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CONIFIDENTIAL

’ k CTITIRAL VINTELLIGEI‘]CE AGEICY
N “ :, ' . Wel.’ihing'ton, Dn Cu
i

: 25X1A  ADMINISTRATIVE IEISTR% B , ' 5 January 1950
3 NO, A g
i © SUBJTCT: Use of Motor Vehicles

‘25X1A RESCISSIONS: Administrative Instruction ated 28 February 1949
Administrative Instruction dated R4 March 1949

; . 1. CIA maintains a central motor pool service o meet transpor-
§ tation needs which cannot e secured by the scheduled shubttle service.
| Transportation other than by shuthle service may be requested from
j . ‘the Dispatcher, Extension 68/ or 2284, explaining why shuttle service

j ©+ camnot be utilized,

2. Assignment of pasuwenger—carrying vehicles to individuals and

- activities will be made only upon the written request of an Assistant

‘Director or Staff Chief approved by the Executive, It is the policy

: of the Director to keep such assigments to an absolube minimum, aad

! to utilize the shuttle and motor pool service to the maximum possible
i degree, ,

30 a. BExcept as otherwise specifically authorized in writing -
! . by the Execubive, no employee of GIA stationed in Washingbton
3 ; will be peimitted to operate CIA motor vehicles without a properly
: ‘ cectified CIA driver’s liconse, Authority for issuing CIL licenses

: is vested in the Chief, Services Division, Administrative 3taff,

[ { -aftor appropriate certification by the Testing and Standards

l Branch, Personncl Division, and the Medical Division, Administrative
l Staff, Requests for drivers! licenses should be made in vriting

by the Office or Steff Sectioen concerned, to the Chief, -Administra-
tive Staff, indicating necessity,

25X1A

4o Al assigned and pool chauffeurs are supervised Ly the Chief,
Transportation Branch, Services Division, Administrative Staff, for
: administrative purposes, including working hours s overtime and replace=-
x ment of assigned chauffeurs due to absences or terminations,

S5¢ a. Except as specificd in b below, pool chauffeurs will not

walt for psssengers longer than 15 minutes s unless prior arrange-—
ments have been made with the Dispatcher.

CONFPIDIWNTIAL

| arss
|

-
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b. Assistant Diroctors .and Staff Chiefs und thoir deputies,
when using motor pocl cars, are authorized to have such cars wait
for thom at destinations rogardless of tho time involved, or %o
return for thew, at a given time., These officials should inform
tho Dispatcher vhethor tho car should weit or return in order
that chaulTeurs may rocelve proper instructions from their
Supervisor,

6. Chauffeurs who porform ovortimo work will report the hours
worked, togethor with the signature of the person for whom the driving
was porformed as o basis for overtimo payments. Prior verbal approval
for overtime driving should 'bhe obtained, if practicable, fron the Chief,
Transportation Branch, Services Division, Administrative Staff,

7, Chauffours aro personally responsible in the ovent of traffic
violations, Chauffeurs will not bo ordered to violate traffic regula-

tiong,

25X1A 8, DExcopt as otherwise authorized in writing by the Exccutive,

‘ all CIA vehiclos locatod in Washington will be ro cd ok 4 o) £
each day to the
Virginia,

9¢ a. Government motor vehicles are to be usod by personnel of
this Agoncy only for strictly official purpoesoes,

b, Public Law 600 roquirves the suspension or dismissal of
any employec who uges or is found respensible for the use of a
Govermuent-owned vehicle for other than official purposes,

c. Tho Chicf, Administrativo Staf'f, will make periodic
checks of dispatch records, and will discuss with Assistant
Directors and Staff Chiefs any apparent violations of this para-
graph. ~ When considercd necessary he will report apparent viola-—
tiong to the Exccutive for further action, including statoment
of previous discussions with officials concerncd.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A .

sing fxecutive -

© * DISTRIBUTION: 4.
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- 25X1A CENTRAL THTRILIGENCE AGENCY -
25X1A  lashington, D. O, ~ L?/ N
W TS TTCUNT A & e ] : l /5‘ /:’"‘*{"1)
ADMTHIS TRATIVE II.SL‘W 2/, March 1949 /
10,
SUBJTCT:  Storage of CIA Vehicles,

(25X1A 1. Effective immediately all CIA vehicles located in Washington will
' be rotyr the end of each day to. the
y Virginia, Adequate facilities for the storage of all

25X1A

L vehlcles are now available.
Ro Assistant Directors may submit requests for exceptions, which
include approypriate statement of necessity therefor, to the Executive,
FOR THE DIRCCTOR OF CENTR.L INTELLIGELCE:
25X1A

Captain, USH
Executive
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« ADMINISTRATIVE INSTRUCTION — S -
! " L ’

! SUBJECT: Use of Motor Vehicles

dated 17 November 1947
dated 30 July 1948
dated 30 August 1948

Rescissions: Administrative Instruction No,
STATINTL Administrative Instruction No.
Administrative Instruction No.

le CIA maintains a central motor pool service to meet transportation needs
which cannot be secured by the scheduled shuttle service. When it is impossible
to use the shuttle service between CIA buildings, transportation may be req_u'ested‘
from the Dispatcher, Extension 68l or 228, explaining why shuttle service cannot
be utilized, f

2, Assignment of Passenger-carrying vehicles to individuals and agitivities
will be made only upon the written authorization of the Executive, iipon the
written request of the Assistant Director concerned. It is the policy of the
Director to keep such assignments to an absolute minimum, and to utilize the
shuttle and motor pool service to the maximum possible degree.

3¢ No employee of CIA stabioned in Washington will be permitted to operate
CIA motor vehicles without a properly certified CIA driver's license. Authority
for issuing CIA licenses is vested in the _@ie;‘?}}f"_:}_v_,?;\g‘i?‘?‘fﬁﬁ Offlcer, exdeputy

Serwbeen:@fiIwer ofter appropriate certification by the Testing and Médical

T A e T

e s
Section. Requests for drivers!' licenses should be made in writing by the

administrative officer, or Assistant Director concerned, to the Services Officer,

indicating the necessity for such a license. CIA employees authorized to operate

Approved.For Release 2001/08[02 : CIA-RDP81-00728R000100020012-9
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7 4., All assigned and pool chauffeurs are supervised by the Chief, Transpor-

! tatlon Division, Services ©ffice, for administrative purposes including working
hours. overtime and replacement of assigned chauffeurs due to absences or teme
inations. |

6e Pool chauffeurs will not wait for paésengers longer than 15 minutes un-

) ‘leas 'b re are extenuabing circumstances and then only after prior arrangements

ane—ma&e w:.th the dispatcher.

i 6e Chauffeurs who perfomn overtime work will report the hours worked, to-

gether with the signature of the person for whom the driving was performed as

a basis for overtime paymentse Prior verbal approval for overtime driving

should be obtained, if practicable, from the Chief, Transportation ‘Division,

Services 0ffice.

7« Chauffeurs are personallyl responsible in the event of traffic vicla=-
tions, Thqrefore, cheuffeurs will not be ordered to violate traffic regulations.
8« Public Law 600 requires the suspension or dismissal of any qNENEENYIRE

employee who uses or is found responsible for the use of a Govermment-owned

vehicle for other than official purposes.

el

STATINTL

N
\
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CENTRAL INTELLIGENCE AGENCY ! j’ W
. Weashington, D, C, ((\ ﬁ ﬁﬁ:” Y adad

STATINTL  ADMINTSTRATIVE INSTRUGTION DATE [ 7 Mu~~ £9 STATINTL
‘ NUMBER 4

SUBJECT: Use of Motor Vehicles
. 1. General = The Central in‘belligence Agency maintains a Motor Pool
in addition to the regular inter-building shuttle service for transportation
of 4 CIA employess verforming official business. Where it is impractical
to use the shuttle service, transportation m be requested from the Dis-
patcher, Motor Pool, lExtension 684 or 2284,
2 of Vehicles itional assignme vehicles wi.
thout cheuffeurW W
2% Supervision of Chauffeurs = sngned Gheﬂ-ﬁfe’ara and pool'éﬁ.-vers

mme—%c—repm—-bo m Chlef, Transportation Division, Services BM
nrtf oluneelty ~ugreanies e N

afor administrative purposesys¥ working hours, overt:Lme paymenus‘ ma,m(
ing b ingiiied do X odacnses Tissitialising,
due—to—gioitor—tmuet—twame

replacement of assigned ehauffeursA or, easigne-
S, Wt w T ey < daticn . Divisicn
L witd A oy .
"5 \Fool dnd : Sy bo,walt for passengers longer than
BYEE . froban

15 minutes wwless, specific direction kes—been yaag o T S TR oy sthe Dis=
patcher,

4o Traffic Violations =~ Chauffeurs and-dmivess are personally respon-

wdf
gible in the event of traffic violationms. Seoperation—ot CIA personnel,\a'a@p-

. _ ~wed
%WSWMMMW ,\orderi:g. chauffeurs
any .
to violete 4 traffic regulationi-ef-emy—descripbion—

5. Public Law 600 = Public Law 600 requires the suspension or dis-
' ALALL rv-nq,
missal of eny employeeAfound respons:Lble for the permermi use of a Government
60“‘/ b _.aﬂ‘.u, N

.
\
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6. Qvertime Payments = Chauffeurs who epe—s GRSE-bradlsr—giftrar—ty

k)
whichthey ara-assigned=bo perform overtime work musimeles—e, report =f the
% hours Yorked end-mmmir-oibeds the signature of the DErson, maguestinawsuoh over-
. Aruvay anno fuigtrned, o & boiin fon svtbiniy i polminty

"l .
T LITHUT O UL e

time

~ .
Anicer Brior verbal approval should be obtained, if pensdbde, from the Chief,

Transportation Division, frv ot limd W? W“”w‘

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

;
H M

Administration and Mansgement

ATTACHMENTS: None

! DISTRIBUTION: A

.

i

T a
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TRANSMITTAL sL)p

8L Ytopey 1947
DATE

STATINTL

REMARKS;

The iﬂsmoe ) |
3 :
Instruction wiut:;s Adninistrative

"Problems why e},
the Motog ooy, exist
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CENTRAL INTELLIGENCE AGENCY DRAFT
Washington, D. C, ‘

ADMINISTRATIVE INSTRUCTION : -30-Oo-taber.- 1947
NUMBER

SUBJECT: Use osﬁu%tgrl Vehioles
) e ¢ Vi
Jnadd" oy 791/)3@ /n%er-éw'/z/ng; Shotlle soryiee
. ls General =~ The Central Intellligence Agenoy maintaing a Motor
Pool) for she-wehioular- transportation of all CIA employees emgaged—in-the
perAmmM_ot official business. transportation should be ). foestod

fram made-to the Dispatcher, Motor Pool,/Extension 684 or 2284, - )
‘ Where 17 7s i Aical fo vse gfeshville service

2. Assigmment of Vehioles - ' MRE%%{mmentsof vehioles with
or without ohantTours bar—Boemmatecandoan bo mann o iy torioles with
oums tances warrant,sueh—essimmments.
/7;5:‘.(!”“{ q’povf
A

3+ Supervision of Chauffeurs = A Chauffeurg %;'driverspcm
4 J ontinue to report to %, }Z-j’eﬁ' Trans-
portation Division, Services Branch, for a.dministrati@x ffgﬂ:ing hours,
overtime payments, etc.,. =t ;M tered.by the-Chief,—TIran
Divistems The replacement of chail feurs, due to siock or annual leave or-
resignations of wBsimmodTcmutfours, will be -deh?ﬁnod by the Chief,
Transportation Division. made
LPool dvivers for pgisendeinge /o hgtr Ahan
are not permitted to wait £op-a—poriod-in-excess—-of:
15 minutes unless speoific direction has been previously given by the
Dispatcher, mes—a—mp. thauffeurs—mst-roturn Lo the
Motoﬁooi-w—the-~m-'d"uf“‘1'5"minutea-~if~-thempaslmgor -has-not-returned;-and-
<ontrazry.-instruetions-have not-been given.by .thejiapatohors i
and gyl s
eyvestof 4o Treffic Violatioms - ChauffeursAarg/) personally responsible it 1/4¢
traffioc violations, swdubive ‘ooperation of CIA personnel is requested(shord of
baok.se‘a%');. in refraining from ordering ohamffeurs to violate a traffic regulation of any
4%/ desoription. :

Se Publioc Law 600 « Public Law 600 requires the suspension or
dismissal of any emp oyee found responsible for the personal use of a Govern
ment owned vehicle. Employees are therefore cautioned not to request nor to
use Government vehicles for their perscnal business or oonvenience,

6¢ Overtime Payments = Chauffeurs who are requested by Offices
to whioh they are assigned to perform overtime work mist make a report of
the hours worked and must obtain the signature of the person esting such
overtime goff,;;,e payment therefor will be made. .Iun-aase v A Hrtime is
requested =i%~ia-prao _ prior verbal approval should be
obtained/from the Chief, Transportation Division,

- possiide
FOR THE DIRECTOR OF CENTRAL INTELLIGENCEs

STATINTL

ATTACHMENTS: None Administration and Management
DISTRIBUTION: A
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1 Harch 1950

MEMORANDUM FORy Acting Chief, Administrative Staff
SUBJECT) Use of Govermment Motor Vehicles

REFERENCE: Hemorandum of 16 Februery 1950 to
! _ beputy Executive, OPC, from Acting
‘ Chlof, Administrative Stalf, subject
as above,

’ It 1s suggestod that the word "female™ be deleted

: frum line 1 of paragraph 2 of rofersnce memorsndum as it
is believed that this demotes disorimination. It is
further requested that the remainder of the sentence be
clarifled with respect to the time that the motor pool

3 sorvice is availlable. As written, the implication is that
[ any female employee may receive motor pool service at 1706
to "any point on Pennsylvanie Avenue, NeW. between 15th
Street and 10th Street." Obviously, this is not the
intent.

_ : . Deputy !lo! o! Support, 0°C 25X1A

| 1/
1 cc: Managsnent Staff
K IR il
e
“a
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Doputy Cuiof ol Support, 0PC sk 1000

25X1A
Aetirg Chief, Adminintrative S4alf

Ure of Sovermaont Motor Vabloles

le  Reforence youwr momoreadwn 1 Muroh 1950, whove subjsat,
Augrerting daletlon of tho word Yamele"” from line 1 of par speuph 2
my mamarerdum of 16 Fobrupry 1060 o the ety Dxeowtlve, OFC abd
alro req onbing slarification of thet portion of the suctouce in
Wy memuraldum which sets forth the howrs bHhat motor peol service
is availedle,

2o Pregeut Agenoy poliey provides thet 4he nfter-hours
gorvice he mede svellable only o fomule amployces and although
the original directive indicsted thal the sorvioe vios avniluble
for those employses "dopurting Drom their pluce of employment alter ‘
1700 hours", the serviee wes primareily esteblishod fop bho use of
"alpht ehift" personnel whose romms) teurs of dudy waded aftor L1100 pme

e Purthoemmore 1t 4o 7elt thab in regtricting Shis service to
femle personnel the Agency would be in s better position to answoir
ony criticiem that may arise due 4o the use of Government onntod
vehioles for this purpose in view of Public Lew (300

4e It certainly is not tho Luvent to provide motor pool service
for those women louwving tholr officom ab 1705 hourae  The irtent is
bo provide trausportation to ths nearest avssilable bunlie transportation
for thess amployoen working overtime, or an o pight shily, ond departe
ing from thoir place of umploymomt wlter tho "rush howr™ gervice of
Cepital Tronugit Coe, ote., is ovar, wid not subjeot them to 4he
hazords of stunding on dimly lighted street cornors wedbing lor
publio transporiation which at the time iy be operating on voery
infrequont schoduless Tae oxtension ol this norvice to that aren
along Ponnsylvenia Avonue, NeWe botwoun 15th Gtreet wid LOth Btroet
way approved inecmich as that iz o well Lighted and heavily travelled
thoroughtere snd aftords acces: to the vmricus bug lines and atrect
car lines morving the groater Hotropeliton arese

25X1A
o
o w é;} 25X1A
gement

N
\

A
<
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UNGLASS}ZFIED RESTRICTF™ - coir’fol‘Nﬂﬂcnn

CENTRAL INTELL I1GENCE AGENCY
OFFICIAL ROUTING SLIP

‘ICATION TOP AN

»

SECRET CONFIDENTIAL

T0 INITIALS] DATE

| | Services Officer - -
] w7

2 ' Acting Chief, Managemsnt Br.
3
4
5 .

FROM : INITIALS DATE
| | Deputy Services Officer (0) m 5.0 Mar L9
2 . .
3
[ TapprovaL 1 inFormATION 1 sianaTure
—" ] 1 bIRECT REPLY I RETURN
C—Joowment  —Tprepmation o repy ——1 piseaten
[ lconcurrence [ RecouMenpATioN [T FILE

REMARKS: (2) NMeoew~ nd W
aclosn

CONFIDENTIA!

RESTRICTED - UNCLASSIFIED

FORM NO,

sep 1047 30°4

—

S
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CONFIDENTIAL

ERORESRY
ADMINTSTRATIVE INSTRUCTION
NO.

SUBJECT: Storage of CIA Vehicles W
. oo ) ‘ ’ T
L\.,L\.ﬂz"\’"—“‘\»’ﬂ» L" (:) 1 QM
1, Effective 2%-March-1949% all CIA vehicles|will be returned

o oo e o ezt e o e [
_ Virginia. Adequate facilities for the storage

of all CIA vehicles are now available,

24 xeeptions tof'bh:.s reqmremanb‘wﬂ be made only upon

‘,n

Executive.

/,.—7 the writt request of an~ASsistant D:Lrec g/_gnd’ap}{foval»by the

25X1A

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Captain, USN
Executive

DISTRIBUTION: A
2 fw,MM W sl s
sy ) e hiT,

L A s it _ et TN
,,,% J /Lf:‘ W? ML-MM/;HL‘ ? iy - ﬁ‘ |

- st
ey o g ey

CONFIDENTIAL
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AR ONFIDENTIAL '

CENTRAL INIELLIGENCE AGENCY
Washington, D, C.
ADMINISTRATIVE ILSTRUCTION 24 March 1949
No,

SUBJECT: = Storage of CIA Vehicles,

1, Effective immediately all CIA vehicles located in Washington will
be returned at the end of each day to the #
'Streetsl Rosslﬁl Viriinial Aiequa‘te facilities for the storage of all

Ro Assistant Directors may submit requests for exceptions , which
inelude appropriate statement of necessity therefor, to the Executive,

FOR THE DIRECTOR OF CENTRLL INTELLIGENCE:

Captain, USK
Executive

DISTRIBUTION: A

CONFIDENTIAL
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